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Dear Sir,

Having seen information regarding your products in your
catalogue /your company circular /in a trade magazine, | am interested
in ordering/ placing an order for onea/an .............. at the special
price of ............

I am enclosing /have enclosed/ enclose a bank draft for
USS...... to cover the cost of the order and the shipping charges.

I would appreciate prompt delivery of the above item, and am
looking forward to hearing from you.

Yours sincerely,

o
Aoy

(¥ wwana)

IB 313 73



MITIaHMITawess

AN

v
=

fiogvoaddadum

[y

We would like to express our appreciation / We would like to
thank you for your letter, dated......... , and for the copy of your
most recent catalogue and price list which accompanied the letter /
enclosed with the letter.

Please supply us/ We would appreciate it 1f you would supply
us with the following items by sea /air freight:

Please find enclosed /We have enclosed/ a bank draft for U.S.
S to cover the cost of the order and the freight charges/ the
shipping charges. Since we require the above-mentioned items by
(date), we would be grateful if you could ensure delivery by (date)/
ensure that the order is delivered no later than (date).

We  would appreciate your prompt attention in this matter/
appreciate it if you would give this matter your prompt/ immediate
attention.

Yours sincerely,

d
A0F Y

o uwena
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@193 Order Form

Order Form Forsimiredm
Date............... Ref......ooooonn 3 .
NAJUIEN
Mail..............
Cable............
Purchaser: Telephone.....
Kindly (V) where
Shipping Address: necessary
- Air freight
- Sea
Special Instructions: - Air parcel post
- Sea parcel post
[
[ P
Quantity | Brand Model Item Description Amount
Estimated postal/freight
Total
Signature.............cc.ocoenn e

Please send this order by registered airmail

(cheque 1s enclosed)
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Example 1: Order for additional products

Tsingtao International Ltd.
112/7 Xujia Town, Rushan City, Shandong, China
Tel/ Fax: 0631 6781898 Email: Tingtao@Internaional.com

April 22, 2003

Asian Joint Export Ltd.
BLk 170, Stirling Road # 01-1122

Singapore
Dear Sir:

As the products that we ordered from your company proved popular and sold
well in our country, we would, therefore, like to make an urgent request to
increase our original order from 100 dozen to 300 dozen per month. We
also would like to know if there is any discount available for ordering a
large quantity.

It would be greatly appreciated if you could expedite delivery of'the above
goods as soon as possible.

Yours faithfully,
jﬂﬂ CLOM'?

Tan Chong
Buyer

IB 313

81




Example 1: Reply

Asian Joint Export Ltd.
BIk 170, Stirling Road#01-1122, Singapore
Tel/ Fax: 65 4731122 Email: Asian@Joint.com

April 30, 2003

Mr. Tan Chong

Tsingtao International Ltd.
Xujia Town, Rushan City
Shandong, China

Dear Mr. Chong,

We have already received your letter dated April 22, 2003 , and are pleased to
inform you that the products you requested according to your purchase order
will be delivered to you promptly. For/On large order, you will be receive
with a discount as follows:

500 - 1,000  dozen, will receive a 6% discount

1,001 - 5,000 dozen, will receive a 15% discount

5,001- 10,000  dozen, will receive a 20% discount

We will deliver the products according to purchase order no. 1872 by air
freight. It is expected that you will receive them within 2-3 days.

We hope that you will continue to place orders for our products.

Yours sincerely,

ﬂenry &043"

Henry Broker
Manager
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Example 2: An urgent order

Winford Ltd.

12 Shorncliffe Rd., Toronto, Canada
Tel: 416 233-1916 Fax: 416 233- 1918
www.winford.com Email:Winford@winford.com
March 24, 2004
Bannister Ltd.
23 Pasir Ris Farmway
Singapore
Gentlemen:
We are writing in the hope of obtaining 50 dozen necklaces as soon as
possible. Since the necklaces are required urgently, we hope vou will

arrange for immediate delivery.

A quick confirmation of the delivery of this order is requested.

Very truly yours,

Wendol zron

Wendell Baron
Purchasing Manager

IB 313
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Example 2: Reply

Bannister Ltd.
23 Pasir Ris Farmway, Singapore

Tel: 65 6582 2225 Fax: 65 6582 2228
www.bannister.com Email: bannister@business.com.sg

March 30, 2004

Mr. Wendell Baron
Winford Ltd.

12 Shomeliffe Rd.
Toronto

Canada

Dear Mr. Baron,

Thank you for your order for our necklaces. We are in the process of
making arrangements for immediate shipment and are sure that it will
reach you in good time. We hope that we will have the pleasure of

receiving more orders from your company in the future.

You may be assured that we will give your order our utmost attention.

Yours sincerely,

Warry giger

Marry Biger
Sales Manager
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Example 3: Placing an order

Antipodes Promotions Ltd,

209 Waltham Rd., Christchurch, New Zealand
Tel: 64 03 379 1699 Fax: 64 03 379 1698
www.antiodes.com  Email: Antipodes@Promotions.com

March 15, 2004

Bradford Supplies Ltd.
Blk 180, Stirling Road # 02-1122
Singapore

Dear Sir:

Thank you for your catalogue and price list. Please supply us with the

following: -

Napkins

600 Damask quality A @ USS 1.80
300 Damask quality B @ USS$ 1.20

We have enclosed a bank cheque for US$ 1,440, covering the cost of the
order and postal charges. We require the napkins by the 31* of March.

Your prompt attention to this order would be greatly appreciated.
Yours faithfully,

l@ ay Jgenton

Ray Henton
Purchasing Manager

1B 313



Example 3: Reply

Bradford Supplies Ltd.

BIk 180 Stirling Road # 02-1122, Singapore
Tel: 654731122 Fax: 65 4731188
www. Bradford.com Email: Bradford@Supplies.com

Your ref: March 15, 2004
Our ref: 71237

March 21, 2004

Mr. Ray Henton
Antipodes Promotions Ltd.
209 Waltham Rd.
Christchurch

New Zealand

Dear Mr. Henton,

Thank you for your order of napkins. We are sorry to inform you that the
quality A Damask napkins are currently out of stock, and will remain so
for some time. May we suggest that we supply you with 600 pieces of
quality A Benish instead, as it is similar in quality. This will be at a lesser
price of US$1.50 per piece.

As we have received a bank cheque of US$ 1,400, we can supply you
with 600 Benish quality A instead and either offer you a rebate or
credit the difference against future orders. We have enclosed a sample
of the Bemish quality A napkins.

May we have your decision as soon as possible, so that we will be able to
ensure prompt delivery.

Yours sincerely,

J (urt 5 weemer

Kurt Sweemer
Sales Manager

86

IB 313




Example 4: Orders of products due to rebate

Toyota Part (Thailand) Ltd.

428 Sukumvit, Prakanong, Bangkok, Thailand
Tel: 66 2 657 7654 Fax 66 2 657 7666
www.ToyotaPart.com Email Toyota@Part.com

August 2, 2004

Toyota (Japan) Company
1-5-3 Minanmishingawa
Shinagawaku, Tokyo
Japan

Dear Sir,

We are pleased to place an order for your products according to the
order forms attached herewith since this is part of our current
promotional campaign during which a 15% discount is being
offered. We would appreciate 1t if you could ensure prompt
delivery. Our customers are waiting for these products since there are

some of themn have already placed advanced orders.

Thank you in advance for prompt delivery.

Yours faithfully,

/9 aiéoon Sangt/mm

Paiboon Sangtham
Purchasing Officer

IB 313
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Toyota Part (Thailand) Ltd.

428 Sukumyvit, Prakanong, Bangkok, Thailand

Tel: 66 2 657 7654 Fax 66 2 657 7666
www. ToyotaPart.com EmailToyota@Part.com

Purchase Order
Order No. 1256A

Order Date: August 2, 2004

To:

Toyota (Japan) Company
1-5-3 Minanmishingawa
Shinagawaku, Tokyo

Japan

Ship by: FRK Sea Freight Line Inc.

Conditions of delivery: urgent

Please supply
Quantity [ Colour Description Unit price Total
2 Green Nazz 100 A 15,472 30,944
i Black Nazz 300 C 25,780 25,780
4 Red Nazz 200 B 20,530 82,120
3 Blue Nazz 525 A 28,475 85,425
2 Black Dash 200 B 12,000 24,000
3 Silver Dash 100 D 10,000 30,000
4 Red Dash 300 A 18,000 72,000
2 Silver Dash 400 B 15,000 30,600
4 Blue Tinny 300 N 8,000 32,000
3 Red Tinny 200 M 7,000 21,000
2 Yellow Tinny 100 K 6,000 12,000
3 Blue Tinny 100 L 5,000 15,000
2 Green Tinny 500 M 6,500 13,000
2 Green Tinny 400 N 5,5000 110,000
3 Silver Sonic 100 P 3,000 9,000
2 Blue Sonic 300 G 6,000 12,000
4 Green Sonic 400 T 7,000 28,000
2 Rlack Sonic 200 K 4,000 8,000
1 Black Sonic 300 B 5,000 5,000
1 Green Sonic 400 A 9.000 9,000
6354,269.00
Less 15% 98,140.35
Total 556,128.65
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We hereby acknowledge your order, which is currently being

processed.

We require the order to be dispatched with all due urgency and
delivered by air freight.

Upon receipt of your quote, we have enclosed this order for immediate

delivery.

Please confirm delivery date and method of transportation of our order.

The goods that you ordered are out of stock at the moment.

We can supply them at a later date, to be confirmed in due course.
We are pleased to supply your order.

We regret to inform you that the goods you ordered are out of stock.
Please confirm the availability of our order.

We hope this order will satisfy your needs.

Could you please confirm this order, quoting the order number
34612, and the expected delivery date.

Please confirm that you can supply us with the above mentioned
products by the required date.

We again apologize and regret the delay in delivery of your order.

We hope that this initial order will flourish into a long and fruitful
business relationship.

Please confirm delivery date and the method of transportation of our

order.

We would appreciate it if you could you inform us if you are
unable to deliver the order as soon as possible, as the goods are

urgently required.

We hope to have the pleasure of doing business with you again.
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Shaving Cream 100 doz. @ US$ 3 per doz USs$ 300
Lipstick 50 doz. @ US$ 6 per doz US$ 300
Total US$ 600
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fiou
5. Mr. Wilbur Jackson ugdan13f1ou1098a Benson Company Uszmnersase
. ¥ [l 1 Fd ¥
lasulud¥oduduaui 6549 Mindszmaesmads dwiumsdadededn Tdeuvanuio
3 Yar ar -ﬂw @ g9 3/
w185 ludseduniuda
6. §3AM3¥B4 Irvin Company 3§ Washington 1szimAenigeminm Aoamadsy
9AMUIGDY Purchasing Officer U84 Aquerius Company Yszinenansiu udafoanunisda
a 9 oA A A 9 o 3 1 ™) [] =3
gumndin lewniimsdszfiimganuy iildmsvudavgarzin MewsuIRnINg
Adna1
1 ¥
7. Mr. Peter Mersden 310 Farnsworth Company szmeauuiar  foamsdado
1 W ]
AW318A1397198719 910 Kalamaboo Company Uszimaamigamsnm awludi¥eavi 3673
o o dy 9 o o 4? 5 O ]
UVIUIANLIINTITIBATOUUUNDIUN 15 TIUD (Purchase Order Form) LAZADINIAUMDN

A )
YN0 TReaIU
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Quantity Description
1 dozen ERC Adapters 13 Amp
1 dozen 13 Amp point fittings
1 dozen Jacar 4 meter extension leads
3kW (3000 Watts)

@

8. 4iamsrhorioues Hank Company Uszmeansgonsn  145uludsienn
Heavenly Company1l5ZmeaLu1a1 44 1o
Slippers 50 dozs. US$ 15.00 per doz. US$ 750.00
Total US$ 750.00
WS ousamnensuiunisdadonisiigae
9. Mr. William Seeman (iug§an15¢ho910994 Ficld Fresh Company szimaansy
oudm E5uludedodudiain Crane Company Uszmarliuradmiunsdado
100 "Popular” Watches @ US$  13.50 each
100 "Regent" Watches @ US3  1B.50 each
160 " Aristocrat” Watches @ US$  40.50 each
IWMiAsuaamneasyhaud s ensmuaadondesesn 2 Julad
10. Mr. Anthony Pindyck é’{fﬂm‘jﬂwéﬂﬂlm Wilsbire Company Usinaansy

= b7 o g ar
AT ﬂﬂiﬂ'liﬁﬂ“h’ﬂ‘ﬂudﬁﬁ)

No. of Copies Title Author Published Price
15 A Textbook of Economics Hanson US$ 30.50
20 Modern Office Practice Smith US$ 29.50
25 English for Business Chapman USS$ 35.50

1) b4 v [l ¥
dvludadfomai 6523 asluounsd e (Order Form)  MWidsusamanedadiams

A8v18999 Simmons Company Uszmedingy I dedudunlnsaiu
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